The Guilford County Vendor Self Service application is designed to:

e Allow Vendors who do not have a Guilford County Vendor Number to register for one

e Allow Vendors who do have a Guilford County Vendor Number to add contacts for that vendor
number

e Allow Vendors who do have a Guilford County Vendor Number to submit a Bid

The instructions on the following pages will show you how to register as a Vendor with Guilford County
and add contact information for your Vendor record.

Vendor Self Service Information can be found at

https://www.guilfordcountync.gov/our-county/purchasing/vendor-self-service-vss-program

To register as a vendor or vendor contact, select the “New Vendor Self Service Registration” link.
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Select the “Vendor Self Service” link
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Welcome to Vendor Self Service

Guilford County’s Vendor Self Service (VSS) pregram allows you, as a vendor, 1o manage your own account il
submitting bids on goeds and services to select commaodity codes for the types of items that your company
order to receive payments.

EXISTING VENDORS: Existing vendors will need their Guilford County Viendor ID (provided in the letter you rt
"Reqgistration” link on the left side of the screen. Registration will be completed by selecting the "My Profile”
9 is required in order to complete the registration in order to use VSS. If you are a vendor that will be submi
commodities/services to your profile.

If your Federal ID# does not match with one our current system has, or if you have any questions regarding’

NEW VEMDORS: Mew vendors may begin the registration process by selecting the "Registration” link to the |
registration is complete, then select "Submit" Please be aware you will be required to upload a completed W

For questions about or assistance with Vendor Self Service, please email us with your contact information at

Please note, you will need to take different actions depending on whether your company/organization is
already a registered vendor with Guilford County.



Vendors Already Registered with Guilford County — you already have a Guilford County Vendor ID

If someone in your company/organization has previously registered with Guilford County as a vendor,
you will have a Guilford County Vendor ID number. If you do not know your Vendor ID or are unsure if
your organization has one, please contact the Guilford County Finance Department.

In the New Vendor Registration page, create a User ID and Password, enter the validation number, then
ensure that you enter your organization’s Guilford County Vendor ID number in the “Vendor ID” box and
then enter your Federal ID number in the “FID/SSN” box

Click the “Continue” button and follow the on-screen directions in the web pages that appear.

<« c @ guilfordcountync.munisselfservice.com/Vendors/Registration/Default.aspx

New Vendor Registration

H
eme Create user ID and password

Vendor Self Service
Bids
User |D (petween 1 and 100 characters) *

Registration
Re-type user ID *
Password (betwsen 8 and 15 characters) *

Re-type password *

Password hint *

Enter these validation numbers into the box below them

EXISTING VENDORS ONLY

You must complete the following for initial registration.

Vendor ID

FID/SSN (znter without dashes)

Vendors Not Yet Registered with Guilford County — you DO NOT have a Guilford County Vendor ID yet
In the New Vendor Registration page, create a User ID and Password, and enter the validation number

Click the “Continue” button and follow the on-screen directions in the web pages that appear



When you are successfully registered, you can click the following icon to login
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